
Lt I GEORGIA DEPARTMENT OF HUMAN RESOURCES 
A ~ L ~ C A T I O N ~ F O R  RECORDS RETEhrTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES 
~~ ~ 

RECORDS MARAGEMENT UNIT 
~ -..-, l__.__________~___II_ _I - .~ 

For instructions on completing th is  form contact DHR Records Managamant Unit, 47 Triniw Avenue, Atlanta, Georgia 
30334. Phone - (404) 656-4976 GIST: 2214982 

------ ___- ii _____, ~. _.__ ._____I_____.Y.I_,I_g.-.__ ~ 

pplicltion Dot. 

_- 

Tekphone Numkm 

656-4976 
-~ .~ 

1. GEORGIA DEPARTMENT OF HUMAN RESOURCES 
Office of General Admi,nistration 
Records Management Unit - Room 621-H 
47 Trinity Avenue, S.W. 
Atlanta, Georgia 30334 

Working T i  
Chief, Records Management Unit 

WE:-- - s- y___.*_~wI~iJuRII~___p_mp__I___I~ . 
, Anion Requested Department-wide Schedule -- to combine the two schedules and to 

a. 0 Enablhh Ratention ~cheduk; meed will mntlnue m wxmuinte. 
b. 0 Dfrpore of p.mt acCurrIuioIion~ funhr .Ournubtion enticipt8d. 
c UAmend Appiicstim No. 7g-12' ' delete 238ChectOm: 0 Change; eS Supercsde; 0 Void 

provide one schedule for personnel 
training to be used by all DHR Divi- 

sions State-wide 

DHR 
~ ~- ~ . ...~ ~. ~. 

November 26, 1980 -__ -. - - .- - __ - 
ooliution Number 

DHR ~~. 80-39 
, PoraontoConun 

William J. McDonald 

~. ~~ -_ .- __  ~ -. I~___._____.I ~- __._____I._ pl___l_l . -of S H i s  1 6. ReUW& 5Nla Till. ffollOWd by title Ursd h off&; If diffwwntj 

W l h  
Personnel/Staf f Teaching/Training Files 

#. Division .nd QffU F d i m  W h t  i th. funnion of tha Division and th OnK. in which this ncord arbs is created? 1 

f h e  Department of Human Rerourcw, through the leadership of the Commissioner, is responsible for planning. organizing, directing, coordinating, and 

controlling the  delivery of aervicec to residents of Georgia. included ere: diegnosir and treatment of mental disorders; Control of physical health programs 
n h i n i l t r a t i o n  01 public asiistmCB Pfowsms; Federal Food Programs; administration of the delivery systems of services to indlgsnn. children. and 
OdO1wents: administration of programs i*h.ich mable the non~productiv. member* of society (blind. physically and mentally handlcspped) t o  function 
.I Productive membeir of society: administration Of Programs for the elderly: evaluation of &ogremi of the Deparmibnt, dnd ug-sting imprwements 
in thns programs: end supportive m ~ i ~ e ~ .  

7%. Records Management Un i t  coordinates the records management program for the  Department: writes schedula for d l  Department records to show 
length of retention. when to transfer to the State Records Center or State Archives. and whon to destroy records; ~ N B S  I* l i d ron  for DHR end the 
Stata Records Management Office; designs forms; and coordinates DHR printing rquests. 

. 
DocumnlS relating to: h - r e N l C O  traininp r re ived  by DHR mrnployc~0~; and to doveloping training m.terials andlor curricu!um standards for 

sontrrted agencies funded by Fadoral andlor Stata rosourcss. and providing in.smvice training to perrotinel for'thorapeniia, Stetkkide.. ' 

lnchded are: DHR Personnel Trainlng - form.5607 IApplication for Merit System TRaining) show applicant's nmo.'Social Sncurirv No., sax, rece, 
aw: full unit name. Oivisi~nlOfficsllnstirution. msiling address. county; and phone: complete Merit System Job Title.: baining rwuasted: training 
location; whether or not course =pi id for before: Merit System Management C o u n s  pr&ioudy cornpisfed. mploy.s signawra, n d  data.; 
UPeIvicOw statement as to need for training, signature end date; and Wainins CoordlnaDr'r rignature of rceptance, mid date. 
Notification to applicant of acceptallse: to DhririonlOfficelln.tiwtion listing nmsl of applicants approved to attend c w n e  of training: to 

Divislonbffice rmgarding 1.1. cancsllations or "no shows" of its employees; 2 Ianers of admonihmor(1 to Oplicent - on0 for not anandinn C6uns 
or notifying Personnel S ~ N ~ C M  in advsnca of cancellation and one that  c I m  was canceiisd because the minimum nqui rsd number o f  participants did 
not  report for traininp Contracted Apency Personnel (program, for services to children. families. and older Amorisan8 through Titlea I V - A  IV-8. 
XiX, and X X )  form 5068 (Financial Annex-Provider Contrsct Departmental Information) which shows Contract number, effecflve daU, and expira- 
tion date; contrector " m a  and address. Wpe of service to be provide& financial infonnetion and official certification; agreement as to, mPlOVeel 

for the service, access to records. Deparment's riaha, eonfidentidity'of information of individuals, pub1icity;finwcial information and le rminat im 
cirmm, equipment purshass and dispoiition. contractor complieme with State sr(d F c e r a l  laws, rule, r.~lations. M d  standards. ner r~ t ive  description 
of project; purpose o f  project: job desccriptianr, qualifications of perronnd employed for proj-1; and detailed budgetary information: fllcallaxpendi- 

OHR Perconnel - by da4L thrrwnd&, Jphabeticeliy by name of course of training 
Contracted Agencies - dphsbeticeliy by program; thereunder. alphabetically by name of contracted aOencv. 

form Imltan 

T h  fib i s  er ran~ed : 

~ __ I~___-._I-.., , '  _I~_.___....~..__.I...___ ~ ~~ . -_ 
3. Monthly Refersnca R m  How often a n  nards referrha :a uhich um: 

&en to tylelw mnthr old 

> 

OrU to six m n t h s  old - . .- ; ; Thinsen w wntv-tour months old frsquen'" ~ -. '- 

, . .  occasionally twmw-tive rrmnths and older -.. .- 7 



A- f ~ p v  or r x r r i n  of (Fm or ngulnion. Explain adrniniatratiw Mwl. State Law 6 years - Georgia 3-705 
OMB Circular A-102 - 3 years 

2ontracted Age-ncy Coordinators (record copy)' .' 

hold  i n  current f i l e s  area 1 year; 
to State Records Center; hold 5 years; then 
destroy. 

transfer 

I i s t r i c t  Offices/ Contract~ed _ _  -~ _ _  Agencies Lreference I cxisz). 
hold 3 years; then destroy. 

4 



I I RECORDSMANAGMENT UNIT ~ 

For instructions on wmpleting this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, GeorQia 
30334. Phone - (4041 6564976 GIST: 2214983 

Aicrtion Date 
Child Development Section * 

618 Ponce de  Leon Avenue, N. E. 
Atlanta, Georgia 30306 

M s .  Dorothy Sampson o r  
Frances Radcliffei... Administrative Off icer  894-5681, 

Anion Req& 
1. SEstablirh Rmntion Schedule: mmrd will mntlnurm mmulate.  
b. 0 Ditpar Of prO$Nlt .ewmuI8tiOn; M funher =urnletion Mticipnsd. 
c O ~ m e n d ~ ~ p l i c n t i o n N o .  Checkom: 0Ch.w; OSup~sOdo; ovoid + 

I 6. Records Setlea rile (rolbH0d by thk ued In O f f h ;  i fdmWntt  

Ikn Lmn T i t l e  XX 
$176 [ t o  d a t e  
DviJon and O f f 0  Fwtlon 
fie Off ice  of Dis t r ic t  Programs superv ises  the Spec ia l  Councils $n Aging, Materna'l and 
Infant"Health,  Family Planning, Developmental D i s a b i l i t i e s ,  Appalachian Health, S ta te  
3 f f i c e  of Econmic OppOrtunity, Volunteer Services; and Child development Services. 
Dther d u t i e s  and r e s p o n s i b i l i t i e s  of t h i s  Off ice  inc lude  intergovebnmental r e l a t i o n s ,  
p a r t i c u l a r l y  wi th  county and l o c a l  o f f i c i a l s  and t h e i r  r e spec t ive  S t a t e  assoc ia t ions .  

The Child Development 
families and ind iv idua ls .  
r ec ip i en t s  of publ ic  welfare;  
changes, and making determination that services purchased comply with Federa l  regulations:  

S t a f f  and Local Contract Agency Training F i l e s  
~ 

What ia  thr function of tha DMdon and the Oniw In which thi8 m d  *tier ia ematad? 

Sect ion is respons ib le  f o r  t h e  purchase of s e rv i ces  f o r  low-income 
These services are provided t o  cur ren t ,  former, and p o t e n t i a l  

f o r  developing pol icy  procedure&, recommending policy- '-  \ r 

R.cordr arks  Dmriptbn 
h m e n t s  relating to: developing t r a i n i n g  meterials and/or curriculum modules f o r  ch i ld  develop- 

ment contracted agencies; and providing in-service t r a i n i n g  State-wide. 
Included am: CONTRACT/PROPOSAL cons i s t ing  of form 5068 (5-77) (Financial  Annex - Provider Con- 
tract  Departmental Information) which shows con t r ac t  number;effective date ,  and expira- 
t i o n  da te ;  cont rac tor  name and address,  type of service t o  be provided; f i n a n c i a l  in- 
formation and o f f i c i a l  c e r t i f i c a t i o n ;  agreement as t o  d p l o y e e s  f o r  t he  service, access 
t o  records,  Department's r i g h t s ,  c o n f i d e n t i a l i t y  of information of ind iv idua ls ,  p u b l i c i t y  
f i n a n c i a l  information and termination c lause ,  equipment purchases and d i spos i t i on ,  con- 
t r a c t o r  compliance wi th  S t a t e  and Federal  l a w s ,  r u l e s ,  r e g l a t i o n s  and s tandards,  narrat ivc 
desc r ip t ion  of p ro jec t ;  purpose of p ro jec t ;  j o b  desc r ip t ions ,  q u a l i f i c a t i o n s  of person- 
nel  employed f o r  p ro jec t ;  and d e t a i l e d  budgetary information; f i sca l /expendi ture  reportr 
monitoring r epor t s ,  monthly r epor t s ,  f i n a l  r e p o r t ,  material developed; and r e l a t e d  corre- 
spondence. 

Tha fib is MrMgsd : a lphabe t i ca l ly  by program; thereunder,  a lphabe t i ca l ly  by contracted agency. 

Thia fib mnmins the followlngaWmnn lindud. form numben md tit&$, Many): Atmch rmplsr of the file. 





GLdRGIA DEPARTMENT OF HUMAN RCSOURCL:. 
OFF ICE UF ADMINISTRATIVE SERVICES 

RECORDS MANAGEMENT UNIT L- - --- - i .--..__ * ____. - 
j c --- APPLICATJON FOR RECORDS RETENTION SCHEDULE' 

8 '  I n fan t  Health, Family Planning, Developmental D i s a b i l i t i e s ,  Appalachian Health, S t a t e  
Office of Economic' Oppbrtunity, Volunteer Sertices;  and Child Development Services.  
Other d u t i e s  and r e s p o n s i b i l i t i e s  of t h i s  Off ice  include intergovernmental r e l a t i n n s ,  
pa r t i cu la r ly  with county . .  and. loca1  o f f i c i a l s  and t h e i r  respec t ive  S t a t e  assoc ia t ions .  

For instructions on completing th is  form mntact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone. (404) 656-4976 GIST: 2214983 

The Child Development ' 

fami l ies  and individuals .  These serv ices  are provided t o  cur ren t ,  former, and poten t ia l  
r ec ip i en t s  of publ ic  welfare;  f o r  developing pol icy procedures, recommending po l i cy  
changes, and making determination t h a t  se rv ices  purchased comply wi th  Federal  regula t ions .  

Sect ion is responsible  f o r  t h e  purchase of s e rv i ces  for low-incoi~ic 

I 
-._--__--- - ~. 

7. Remrdr qrior D.wipticn 
t)ocumentr relating to: 

{ncluded are: CONTRACT/PROPOSAL cons is t ing  of form 5068 (5-77) (Financial  Annex - Prwiider Con- , ' '  

. This  file wnminr the following documents findude form num&n urd rirleler, if envh Attach rsmpler of tha file. 

developing t r a i n i n g  mgterials' and/or curriculum modules f o r  ch i ld  develop - 
merit contracted agencies,;,,and providing in-service t r a in ing  State-wide. 

t r a c t  Departmental Information) which shows cont rac t  number, , e f f e c t i v e  'date ,  .and expirn- 
t ion.date;  cont rac tor  name and address, type of s e rv i ce  t o  be  provided; f i n a n c i a l  i n -  
formation and o f f i c i a l  c e r t i f i c a t i o n ;  agreement as t o  &ployees f o r  t he  se rv ice ,  access 
t o  records,  Department's r i g h t s ,  con f iden t i a l i t y  of information of individuals ,  publ ic i ty  
f i n a n c i a l  information and termination clause,  equipment purchasea and d i spos i t i on ,  con- 
t r ac to r  compliance wi th  S t a t e  and Federal  l a w s ,  ru les ,  r e g l a t i o n s  and standards,  nar 'rati l  
descr ip t ion  of p ro jec t ;  purpose of project ;  job descr ip t ions ,  q u a l i f i c a t i o n s  of person.. 
n e l  employed f o r  p ro jec t ;  and de ta i l ed  bpdgetary information; f i s ca l l expend i tu re  report 

. ' monitoring reports ,  .~ monthly repor t s ,  f i n a l  r epor t ,  material developed; and r e l a t e d  corre.  
' spondence. 
fh. fih hrnawed: a lphabe t i ca l ly  by program; thereunder, a lphabe t i ca l ly  by contracted a&ency 
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-_--- - ___-I-I__- ~ _ _ l _ _ _  ~ 

AGEFiCY RECOt?'E!iCATIONS. T h i s  asency recommends that  the Pile se r ies  be ca t  orf a t  tk.e er.2 
, t h e n :  -[]FISCAL YEAR - [ ] W i I E R ~ - -  L.. -_c -. 

. .  

Hold i;l t?.e cur en: r i l e s  area muntn(s)/ 
T r c n s f u r  t a  [$stutz Records Center [ ] Local Holding Area; hold 

i 

7 

I 

/ [ ] Destroy irracdiately a f t e r  cut-off. 
[ 1 Other: (Specify) ... 

n 

I 
, I  

, 
(Indicate br i e f l y  rationals for  rccommdationo ahoue/or write additional r e m a r k s ) :  


